
Document Services Control Record 
 

 
You will need to have everyone fill out a Document Services Control 
Record form. 
 
All the information that you need from each customer is highlighted. 
When someone requests a list, labels, or export, this is the form that you 
will need to keep a record of the work performed.  Make sure that the 
customer signs the form and they receive the pink copy.   
 
Place the other copies in the yellow folder. 


